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The direct certification contact will enter the Direct Certification Web Application site by

logging in with the assigned User ID and password. The first page to display will be the
Confidentiality Acknowledgement page as shown below.

A user will enable the application once the confidentiality terms are accepted by pressing the
Accept button.
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Confidentiality Acknowledgement

The Direct Certification data collection contains personally identifiable information that is confidential pursuant to federal and state law.
By logging onto and accessing Direct Cerlification, | hereby acknowledge that the information contained therin shall only be disclosed to
the authorized personel as outlined in Part 7 in the U.S. Department of Agriculture's Eligibility Manual for School Meals.

| further agree that | will only use this information for the Conneclicut State Department of Education’s conduct of business

and | understand that there are penalties for improper disclosure established by the National School Lunch Act

(i.e., afine of not mare than $1000 or imprisenment of not more than one (1) year, or both, for publishing, divulging, disclosing,

or making known in any manner or extent not authorized by Federal |aw, any eligibility information.)

This includes the disclosure of eligibility information by one entity authorized under the NSLA to receive the information to any other entity,
even if that entity would otherwise be authorized to receive the information directly from the determining agency.

| have read and | agree to the terms of this site.
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Upload - A new tab has been added to the tab bar on the top of the page labeled Upload.
Private schools will select this tab to begin the process of uploading the school’s student

enrollment information.
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ct Certification

Welcome to the CSDE Direct Certification System

Direct Certification Mission

In 8Y 2009-2010, Connecticut's direct certification rate for the Nation School Lunch Program (NSLP) was at 56 percent, well below the national rate of 72 percent
(Direct Centification in the National School Lunch Program (WSLP):State Implementation Progress, Report to Congress). Based on this low rate,

Connecticut State Department of Education (CSDE) applied for and was awarded a USDA Direct Certification Planning Grant and a Direct Certification Grant.

This grant enabled the CSDE and Connecticut's Department of Social Services (CDSS) to complete a comprehensive gap analysis to better identify the underlying
reasons for Connecticut's low direct certification rate from both the state agency and the end users’ perspectives, and to apply this knowledge to develop priority
recommendations for systems improvement. The goal of the Direct Certification Project is to meet or exceed USDA benchmarks for direct certification rates through
system enhancements to create and implement a fully automated, state-level direct certification and matching system that is highly responsive to State and

Local Education Agency (LEA) needs.

News

Welcome to The New Look of Direct Certification.
All Districts that participate in the National School Lunch Program are required to begin using this application for the 2014- 2015 School Year.
Look to this space for news and information!

Direct Certification Contacts

The following contacts are to be used for the sole purpose of Direct Certification only! In the event that you have student enrollment or demographic questions,
please contact the appropriate resources at the local LEA level, or at the State Department of Education hitp-www.sde.ct.gov

Direct Certification Technical Support
Teri Dandeneau David Donovan
(860) 807-2079 (B60) 807-2077

Teri. Dandeneau@ct gov David Donovan@ct gov
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The private school user will see the Student Information File Upload page displayed.

The first thing the user must do is click on “here” to download the Private School Enrollment
Template. This template is to be used to upload the school’s enrollment data to be matched
against the Department of Social Services (DSS) client list to determine if the student is
automatically eligible for free meal/milk benefits.

Important:  This is the only file layout that will work with the matching process. Data must be
saved in a CSV format, with the extension .csv. (Note that “CSV” stands for Comma Separated
Variable.)

| Upload Direct Certification % e
€ | @ hitps://stg-csdel..ct.gov/DirectC
A a = o Log off
i, al— Direct Certification
- R .9 OV Connecticut State Department of Education
PR sTaTE OF CONNECTICUT
Home Review Matched Case Management State Wide Search Upload Settings

Student Information File Upload

Please click here to download student information upload template.

Select fij| upload:| Browse_ | No file selected |

Upload File

| Review Matched Case Management | State Wide Search | Uj
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For ease of use, the template will look like an Excel spreadsheet:

- [ =
HOME INSERT ~ PAGELAYOUT =~ FORMULAS ~DATA  REVIEW  VIEW

s }{ Cut P - T = = %) =,
D - Calibri -111 A A == o~ =¢ Wrap Text General

o B Copy

aste o : - === & 3= [ - - o

- * Format Painter Iy == Merge & Center $ A

Clipboard P Font [P Alignment [P Mg
ks - e
A B C D E F G H

Student Number Last Name First Name M| Date of Birth (MMDDYYYY) Town/City State Zip Code
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Certain fields are required, while others are optional. For example, a student identifying number
must be assigned to each student and must be unique to each student enrolled in the school. If
the students do not have a number, a sequential number can be assigned for each student (e.g.,
12345, or 02468).

In summary, note the required fields outlined below:

FIELD REQUIRED
STUDENT NUMBER YES
LAST NAME YES
FIRST NAME YES

MIDDLE INITIAL NO (OPTIONAL)
DATE OF BIRTH YES

TOWN/CITY NO (OPTIONAL)

STATE NO (OPTIONAL)

ZIP CODE NO (OPTIONAL)
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Additionally, please note the following:

e Student number allows for up to 10 characters maximum.

e Full student names must be entered into the spreadsheet.

e Do not use nicknames or shorter versions of names.

e Date of birth must be in the MMDDYYYY format (e.g., 02042008). Note that the
leading zero will not appear when entering the date. For example, 02152004 will appear
as 2152004. Do not use dashes, hyphens or slashes between the numbers.

e When the data is completely entered into the file, the file MUST be saved as a CSV file,
with the extension of .csv. (Note that it will default to this extension when using the
template). In addition, the Upload template appears as an Excel Program Spreadsheet for
Schools to enter enrollment data. However, when saved as a CSV file, an information
message may appear indicating that some Excel functions may be lost. Press the “Save”

button since the Excel function is not used in the CSV file.
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Once the file is completed and saved, the user can then process the upload of the file.

The user will have the option of entering the name of the saved file, or pressing the Browse
button to search the directories for the location of the saved file.

Once the file is selected, press the Upload File button. The match process will now begin. If
there are errors in the file, a message will display with the line number and error description.
The Upload File process will begin again once the errors are corrected.

Once completed, the user will receive a “Successful upload” message on the screen as shown

below.

dit S View S History™ BEookmarks S Tools ¥ Help

| Upload Direct Certification % | ek

€ | @ hitps//stg-csdel.ct.gov/DirectCertification/Upload/Upload

i CT Direct Certification
L—ﬂ___"r : g— %GOV  Hartford School District
s s

TATE OF CONMECTICUT

Log off

Review Matched Case Management State Wide Search Upload Settings

Student Information File Upload

Please click here to download student information upload template.

Select file to upload:‘ No file selected. |
Upload File

Successful upload!

Towview certified records, click "View Cerfified Records” link View Cerified Records

‘Home ‘Review Matched Case Management State Wide Search Upload Settings

Copyright ® 2015 State of Connecticut
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Once there is a successful match process, the matched report will be displayed on the screen. To
download the report, select the small blue data disk button on the report header. Multiple options
will be available to save the report (i.e., Excel, CSV, XML, Word, etc.)

Important: The CT State Department of Education (CSDE) does not store private school data.
The private schools are responsible for saving this data for future reporting requirements and for

audit purposes.

S Sripping Tool
File Edit Tools Help

$edza-

/h e

EE=]

o Small blue data disk button

Review Matched > Certification Report

Benefit Source Key: F5=SNAP; AF=TFA (or TANF): OT=Foster, Homeless, Rur Head Start, Pre K Even Start. Note: A child in the Other (OT) benefit source category DOES NOT automatically determine that additional children in the same
household qualify for benefits.

WoAR Jotb o ¢ [ Jendlnee B 0
Client Last First M| DOB Aulu Benefit | Date
Number Hame Name Source | Certified
028 . MATTHEW || o4f17f200 B | o7
[0 D AMALYA 5 | 11/14200 AF 07/01/2014
002 . DAMIAN 11/14/2008 ' S 07/01/2014
[ ALEXANDER A | 08/04/2007 S 07/01/2014
0% DEMARLEE 04/12/2007 ] 07/17/2014
[E} ANGEL M| 03f28/2008 S 07/01/204
0; B JESUS A | 05/07/2001 : 5 07/01/2014
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IMPORTANT POINTS TO REMEMBER

(]

The user must use the .csv template when uploading files.

(]

The user can repeat the upload process multiple times.

(M

The user must save the file in the format of their choice in order to keep the results. The

CSDE does not save the matched data for private schools.

U To validate an individual student, it is recommended that the State Wide Search function
be used. If a match is found, save a copy of the screen as evidence for future
reporting/auditing.

QO If the user has a student that did not match on the report and the school believes the

student should have matched, the direct certification contact person should use the State

Wide Search. This allows for partial name searches. It is possible that the DSS client

list and the school enroliment name and/or Date of Birth can be recorded differently for a

student.

U Refer to the USDA Eligibility Manual for School Meals for questions regarding direct

certification and eligibility.
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